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Chief, Management Staff 29 March 1956

Chief, Records Management Staff

Weakly Report - Teek Ending 28 March 1956

1. A% the request of the Area Records Officer, we are
sssleting the Security Office in the application of their
records control scheduls and in the installation of a filing
gystem in the Physlcal Sscurity Division,

$. The pericdic step inorease form and the other
related forms have been gompletad and coordinated with the
rmscessary offices, The new form will be put into use as
soon a8 it is received from the manufacturer,

3. 7The Cable Secretarlat has asked for assistance
in the revision of an m@%gg and the development
of new ones to record csable ut the Agency.

L. As a result of the completion of the reports inven-
tory in the DD/8 and DD/I areas we have underwsy the follow-

ing proposalat

{a) A revised system for the receipt and account—
ability of Agency telephone directories. This will provide
for the use of a form vhich will e¢liminate the preparation
of over 120 separate memorands anmually.

(b) The submission of the staff duty officer's
check list on a monthly basis rather than daily. The
adoption of this propossl will eliminate a considerable
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aion of these reports from about
Savings of about $1,00,00 in printIvy
acopnplished,

%, The transfer of inactive records fram offices %o
the Records Center contimes at an encouraging rate, Last
woek, the transfers amounted to the equivslent of LO safe
file cabinets, an average of B for each week day, Last
year &t this time the average was about 2 safe file csbinets
par work day.

FOIAb3b

CIARDPT0.0 0RO
CIA-RDP70-0 077-3




